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This Guide Will Review Steps Necessary to Submit Lead Teachers’ Applications 
Using the Online Platform, SurveyMonkey Apply.

Create an account for your 
program and register!

To create an account, click 
on  “Register” button at 

the top right corner

Lead Teacher Incentive Application 

On Line Application on Survey Monkey Apply: https://lti-nycdoe.smapply.io



2018 - 2019 Lead Teacher Incentive

“Welcome Page Resources”

The Following Resources Can Be 
Found Here: 

1. 2018 -2019 Pre-K for All 
Program Overview and 
Requirements Document

2. Requesting and Renewing SCR 
Clearances (for GFDC and Article 
47 programs). 

Step 1:

Click here to “Register” 

Step 2: Once 
registered, 

Use the “Log 
In”  to 

complete and 
submit 

applications,  
and check the 
status of your 

teacher 
candidates

General Welcome Page 



Information entered into this registration form 
should only be for the 

PROGRAM and PROGRAM REPRESENTATIVE.

This page is not for Lead Teachers’ names and email 
addresses. 

Click “Create Account” button once 
form is complete to register. 

This will create your on-line Program 
Profile for the Lead Teacher Incentive 

Program 

Registration Step 1

IMPORTANT 

Complete Your Program Information Form 



An email will be sent to the  email provided. Once 
received, click “Confirm Email Address”

Once you have confirmed your 
email address: 

1. Refresh the page

2. Click  “Continue to Site” 

Registration Step 2

Verify Your Program’s Email Address 



Your Lead Teacher Incentive Home Page 

What to Find on Your Program’s Home Page 

Click on “Programs” to 
apply for individual lead 
teachers’ incentive.

Click on “My Applications” 
to view a list of applications 
you have started or 
submitted on behalf of your 
lead teachers. 

Click on “Pages” to view 
additional Lead Teacher Incentive 
Application Resources. 



On the “Programs” 
page, click the green 
“More” button in the 
center of the screen

On the next screen, 
click the green 

“Apply” button on 
the right-hand side 

of the screen.

Creating a Lead Teacher Incentive Application 

Step 1: Navigating to the Application Page  



Creating a Lead Teacher Incentive Application 

Step 2:  Naming the Lead Teacher Candidate Application  and Eligibility Check 

On the next page, click on “Task: 
Eligibility Check” to determine if 
this lead teacher meets the basic 
eligibility incentive requirements. 

Please enter Lead Teacher candidate’s first 
and last name to begin application  (will be 
application name as well) and click “Create 

Application ”



Enter the Lead Teacher 
candidate information and 
answer the eligibility check 

questions. 

Then select “Mark As 
Complete.”

Creating a Lead Teacher Incentive Application 

Step 3:  Lead Teacher Candidate Information and Eligibility Check 

The Lead Teacher candidate 
must be a Pre-K for All Lead 

Teacher in a full-day 
classroom, to be eligible to 
proceed with application.  

IMPORTANT 



Creating a Lead Teacher Incentive Application 

Step 4:  Complete Each Application Task 

Article 47 and GFDC 
programs must submit a 

valid SCR clearance letter 
for each Lead Teacher 

candidate.  

IMPORTANT 

The number of application 
tasks will differ depending 
on program permit type. 

An application  task is considered 
complete when it is marked with a 

check mark.



Completing a Lead Teacher Incentive Application 

Step 5:  Download and Print Lead Teacher Candidate Application for Notary

1: Click on "My Applications" 
at top screen.

2: From boxed view, 
click on the three dots 
in upper right corner.

3: Click download from 
the drop down list.

4: In this “Download” screen, select options:
o Separate PDF for each selected application
o Applicant Name
o All Application Tasks

5: Click “Download“ and print. 

Bring the printed application AND blank affirmations page to a notary

IMPORTANT 



To ensure an application has been 
submitted: click “My Applications” 

at the top of Home Screen  

Submitting the Lead Teacher Incentive Application 

Step 6:  Review Final Application Page for Accuracy and Submit 

If you did not receive a confirmation email, the application was not submitted successfully. 

IMPORTANT 



Pre-K Lead Teacher Incentive Review team will contact you via email on 
any questions or concerns regarding applications. Please respond promptly. 

After Submitting an Application 

Check for Candidate Application Status Updates 
IMPORTANT 

Log back into SurveyMonkey Apply.  Click 
on “My Applications” at the top of screen. 

Status “Attention Needed” indicates an 
error in a Lead Teacher’s application.  

The program must correct and 
resubmit this application by deadline in 
order to be reviewed for the Lead 
Teacher incentive. 

To correct the application, 
click “Continue”



After Submitting an Application 

Viewing Application Reviewer Comments

Click on the “Reviews” tab next to “Applications”  

Then click on checkbox icon on 
right have lower screen. 



Reviewer Comments 
Screen

In the example here, the 
Reviewer has noted: 

o SCR letter has 
expired 

o Notarized page was 
missing a signature.

After Submitting an Application 

Reviewer Comments: How to View 

An application status 
will not change to 

“Submitted” until the 
Program corrects all 

Reviewer’s 
comments on a Lead 
Teacher application

IMPORTANT 



To edit and 
resubmit an 
application, 

click 
“Application”

After Submitting an Application 

Reviewer Comments: Editing Incorrect Application Information 

From the Reviewer Comments  
previous screen, this candidate needs 
to resubmit a valid SCR letter and a 

notarized application page
(viewed by scrolling down screen) 

Then click on the task(s) that 
requires editing.



To resubmit any documentation, 
click on the three dots on the 

upper right side of screen

After Submitting an Application 

Reviewer Comments: Uploading Corrected Documents, If Needed 

These steps will allow you to 
upload a second, corrected 
document, if requested to. 

Then select “Reset” to refresh page  

IMPORTANT 



Once page refreshes, click 
“Attach File” to upload 

a second, corrected 
document. 

Please be sure to double 
check accuracy of document 

before uploading. 

After Submitting an Application 

Reviewer Comments: Uploading Corrected Documents, If Needed 

Once 
document is 
successfully 
uploaded, 

click “Mark as 
Complete”



After all edits and 
updates to 

application are 
made, resubmit 

corrected application 
by clicking                  

“Review & Submit.” 

Programs are expected respond 
promptly to  Pre-K Lead Teacher 

Incentive emails (via SurveyMonkey
Apply). 

If we are unable to contact you for 
corrections, an application error 
will result in disqualification of a 

lead teacher’s eligibility. 

After Submitting an Application 

Reviewer Comments: Resubmitting a Corrected Application, If Needed 

IMPORTANT 



Please email your corresponding Field Office below for Lead Teacher Incentive 
application assistance. 

** Please include Site ID and Lead Teacher Candidate Name in Subject Line. 

Additional Application Questions?

Due to the number of inquiries due to open application season, please 
allow between 5 – 7 business days for a response. 

IMPORTANT 

Manhattan/ Bronx: MX-PreKTeacherIncentive@schools.nyc.gov

 Brooklyn/ Staten Island: BKSI-PrekTeacherIncentive@schools.nyc.gov

Queens:  Queens-PreKTeacherIncentive@schools.nyc.gov

mailto:MX-PreKTeacherIncentive@schools.nyc.gov
mailto:BKSI-PrekTeacherIncentive@schools.nyc.gov
mailto:Queens-PreKTeacherIncentive@schools.nyc.gov

